Thousands of résumés
cross employers’ desks
every working day. Each
has about 10 seconds to make
an impression. How can you
make sure your résumé catches
the employer’s attention?

If your résumé has been sent
in response to a newspaper ad-
vertisement, the employer is
probably overwhelmed with ap-
plications. Since the firm hasn’t
filled the position from its own
staff or through professional net-
works, the manager probably
needs someone right away.

Understand how the manager
feels. For countless reasons,
most dread the hiring business:
making so many appointments,
knowing most applicants will
be totally wrong for the job;
using precious time on inter-
views that they should be spend-
ing on their own work; and
explaining over and over what
they need and what they offer.

Ideally, an employer would
like is to open the mail, find the
perfect résumé from someone
who is absolutely right for the
job, call that person and hire
him or her on the spot.

Well, it rarely happens quite
that way but résumés are a pow-
erful door-opener, offering the
employer a snapshot of your
abilities and interests. A good
résumé is the difference be-
tween the waste basket and an
interview.

Résumés can be tailored to a
particular job advertisement or
more general, for a broader job
search. One is targetted, the
other is more of a sweep ap-
proach. The following steps can
be used in building either kind
of résumé. The refinements, or
specificadjustmentsin response
to a specific job, can be made
after you have the basics in
place. Preparing an effective

B¢ tial part of any job
. W.search rarely will re-
place personal contact, says
Tom Prins of the Manitoba
Department of Education.
“The best résumé and the
finest credentials do not
guarantee a job interview if
youuse them to avoid personal
contact,” Prins says. “In fact,
statistically, a person must
distribute about 1,470 résu-

building a network of contacts;

résumé includes the following

steps.

A Gather your information.

A Choose what is most impor-
tant to your job objective.

A Select an easy-to-read layout.

A Put together a draft.

A Editand change it until it is as
impressive as you can make it.

Gather facts about your em-
ploymentand education history,
and identify your skills and ac-
complishments.

Create a fact sheet of your
employment and education, in-
cluding:

A names, addresses and tele-
phones numbers of former
employers, dates of employ-
ment and names of supervi-
SOrs;

A job titles, job descriptions, a
list of your skills and situa-
tions in which you have dem-
onstrated those skills;

A names and addresses of edu-
cation/training institutions
you have attended, the pro-
gram(s) completed, major
areas of study or training and
any awards or recognition
received;

A volunteer experience, hob-
bies, otheractivities and mem-
berships that illustrate knowl-
edge or experience related to
the type of job you are apply-
ing for, or that show personal
initiative. (Don’t list activities
that do not reflect initiative or
knowledge of the work.)

A names, addresses and tele-
phone numbers of referen-
ces. Whenever possible, your
references should be people
who have supervised your
work. (These should not be
included in the résumé but
available if a prospective
employer asks for them.)

same odds as winning big at the |

roulette tables.” '

Prins says this passive ap-
proach may have worked 15
years ago, but it doesn’t work
today when most employers get
hundreds of résumés each
month without advertising a po-
sition.

“The individuals getting the
jobs are getting them through

, relativi
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Disadvantages

v Can be confusing if not well written.

v Downplays experience with specific
employers.

v Harder to prepare.

A tésumé does, however,

Confortable margins.

 in the hands of the employer.

out,” he says.

Résumés are not a tool
designed to help the job-hunter.
Prins maintains they were
invented by employers, not to
determine who they will see,
but who they will not see. They
fall into the same category as
personnel officers and applica-
tion forms. “They are screening
devices designed to screen you

ealistof |

__have a purpose. It can be used

as a self-inventory to prepare

for your job search. It becomes

a way to organize a personal
summary of yourself for your
eyes only.

“Going through this process
will epable you to interpret
yourself and your history to an
employer,” Prins says. “Any job
hunt that begins with a self-
inventory is

It becomes an effective
reminder.”

He says the best résumé is
written after an information
interview with a prospective
employer and is tailored
exactly to the skills needed in
the job.

“Remember, paperisanon-
conductor,” Prins says. “Try
to avoid inserting it between
you and the person who has

the power (o do the hiring.”

References
Upon request.

Decide on the qualifications
you want to emphasize when
applying for a job. Your strong-
est qualifications should be
listed first. For example, most
experienced workers list work
history first, then education and
training. However, if you don’t
have much experience relating
to your job objective, you may
choose to list education and
training first.

Choose a format. There are

5 to May 1986 -
?A%Q;r?:hic\e repair (truck and transpo )

The chronological résumé
lists work experience in order,

Edit, edit, edit. Then edit
beginning with the most recent.

three types of résumé formats.

The functional lists skills with-
out saying where or when you
used them. The combination
résumé lists both skills and em-
ployment history. Each format
has advantages and disadvan-
tages. Purely functional résumés
may be appropriate in some
circumstances, but studies show
most employers like chronologi-
caland combination formats best.
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Write a first draft.

some more until you are repre-
sented on paper in the best way
possible. Use as few words as
possible but make certain the
information is clear. Do not use
abbreviations whenever possi-
ble.

CHECKLIST

Résumé Preparation

A Keep it simple and clear, one
page, two pages at most.

A Emphasize your accomplish-

ments and achievements.

Wherever possible, describe

tnarize how your skills

how your work benefitted
your former employers.
Avoid using “I” and unneces-
sary phrases such, as “I was
responsible for ...” or “My
duties involved...” Use ac-
tion words to describe your
work: “researched and de-
veloped a work plan for” or
“supervised a team of four.”

A Be honest. Don’t exaggerate
or misrepresent yourself—
most employers check infor-
mation. Even if they don’t
and you get the job, you’llbe
found out soon enough. On
the other hand, don’t sell
yourself short by being hum-
ble.

A Make sure there are no er-
rors in spelling, grammar or
typing.

A List a telephone number
where you can be reached
during the day. Or, list two
telephone numbers, one
where messages can be left
during the dayand an evening
number.

A Don’t sign or date your
résumé, or put the title
Résumé at the top. Before
you prepare the final copy,
show your draft to several
people for feedback. You
need to find out if your
résumé gives a clear and ap-
pealing picture of your best
qualifications.

CHEckusT

Writing a covering letter

A Linkyourselfto the employer
by naming your referral if
possible (i.e.: “Joe Smith,
manager of customer serv-
ice, suggested I write you”).
If you are responding to an
advertisement, refer to the
ad. Show your awareness of
the types of things the com-

pany is doing and its objec-
tives.

A Personalize your letter. It
should reflect your personal-
ity. However, be careful to
avoidappearing pushy, over-
bearing or too familiar. This
is a business letter so humor
is generally out of place.

A Tailor your letter to the re-
quirements of the job. It must
show how your skills relate
to this particular employer’s
needs. Photocopiesand form
letters are not acceptable.

A Stresshow the employer will
benefit from hiring you, and
how you think you will ben-
efitby becoming a part of the
company. It's important to
anticipate the reader’s ques-
tions and give the answers.
Don’t make it hard to see
where you would fit in.

A Mention you are available at
the employer’s convenience
for a job interview or to dis-
cuss opportunities; give tele-
phone numbers where you
canbereached, eitherin per-
son or by leaving a message.

A Check the letter carefully for
any spelling, punctuation,
grammar or typing errors.
Ask a friend to check it.

" Whatdoesn'tgo |
| into a résumé |
I ‘ !
i * Age and sex '
¢ Height and weight

| » Hobbies (unless' directly '

l related to career objective) ‘

|« Race or religion l

| » Military service |

|  (unless it was your career) |
| * References |
| « Salary requirements or |

i previous salaries |

l * Reasons for leaving any job |

l; Personal statements




